
NIPOMO COMMUNITY SERVICES DISTRICT  
BOARD ROOM USE POLICY 

(RESOLUTION 2003-883, ADOPTED OCTOBER 8, 2003) 
 

The District Board Room (sometimes referred to as the "facility") is available to the community of 
Nipomo in accordance with the following Guidelines; 
 
A. Regular Use: 
 

1. Subject to District use, the District Board Room is available Monday 
through Friday from 8:30 a.m. to 4:00 p.m.  

 

2. The Board Room is not available on Sundays and District holidays. 
 

3. The rental charge is as follows: 
 

 $10.00 per hour, or fraction thereof with a minimum charge of one hour for residents 
of Nipomo Community Services District  

 $15.00 per hour, or fraction thereof with a minimum charge of one hour for non-
residents  

 No charge for governmental agencies 
 

B. Evenings and Saturdays: 
 

1. Subject to staff availability, the District Board Room is available weekday evenings 
until 10:30 p.m. and Saturdays  from 8:00 a.m. to 4:00 p.m. 

 

2. In addition to the charge referenced in Paragraph A3 above, fifty dollars ($50.00) will 
be charged for District office personnel to open and close the building. 

 

3. The fifty dollars ($50.00) referenced in Paragraph B2 above may be waived if a 
District Director volunteers to open and close the Board Room. 

 

4. Whoever opens and closes the building (District office personnel or Board of 
Directors) need not remain at the District office during the reserved time. 

  

C. The following rules apply to the proposed use/occupancy of the Board Room: 
 

1. The use of the Board Room is limited for the purposes of conducting meetings and 
programs that benefit the community of Nipomo such as youth groups, 
community groups and other governmental agencies. 

 

2. A refundable cleaning/security deposit of one hundred ($100.00) is required for the 
use of the facility, with a designated contact person.   Deposits are refunded 
upon satisfactory acceptance of the facility’s condition at the end of the event.  
Refunds are issued through the District approximately two (2) weeks after the 
date of use. 

 

3. Permission by the District for a group to use of the Board Room is not an 
endorsement by the District of that particular group’s policies.   The name 
"Nipomo Community Services District" may not be used in the promotion 
of an event without specific written permission from the District Board of 
Directors.  Any promotion initiated by an applicant prior to receiving 
written permission for use may result in cancellation of the reservation. 

 

4. The meeting place shall be identified as the Nipomo Community Services 
District  or  NCSD  Board Room. 

 

5. The seating capacity is limited to sixty four (64) persons. 
 

6. The District's Board Room is not intended for long term use by any one 
group. Therefore a particular group’s use of the Board Room is limited to 
four times per month and cannot be reserved for more than two (2) 
consecutive days for a single event.  
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7. Reservations for use of the Board Room must be made by an adult (over 18 years 
old) on the District's standard reservation form that is available at the District's 
office located at 148 South Wilson, Nipomo.   Reservations will not be confirmed 
until a deposit is paid. 

 

8. Any changes to confirmed reservations must be made no later than five (5) working 
days prior to the event, or they will not be honored.  All changes must be made 
during regular business hours through the District at (805) 929-1133.  Users 
should carefully plan their event dates, times, and setup to avoid changes to the 
original reservation. 

 

9. If a need arises to cancel a reservation for the District Board Room, the District will 
refund the reservation fee in full if District is given at least five (5) working days 
advance notice; otherwise the fees will not be refunded. 

 

10. The General Manager or his/her designee is responsible for approving requests for 
use and may, at his/her discretion, grant exceptions to these guidelines as 
deemed appropriate.  The General Manager may not waive the rental fees for 
non-residents or groups outside of the Nipomo Community Services District 
boundary. 

 

11. The District General Manager reserves the right to refuse use of the Board Room to 
any group or Applicant for previous misuse.   

 

12. All uses are subject to approval based upon availability, maintenance schedules, and 
nature of use.  The District reserves the right to cancel a group’s reservation if 
the use of the room is essential for official District business. 

 

13. Requests from District residents for fee waiver shall be made in writing to the District 
General Manager no later than thirty (30) working days prior to the scheduled 
event. 

 

14. Users are encouraged to inspect the Board Room and restrooms upon arrival and 
note any problems at that time to a staff member on duty. 

 

15. Groups shall not charge an admission fee or have merchandise sales. 
 

16. Users are required to present evidence of suitable liability insurance in which the 
District is named primary additional insured.  Special Events Insurance may be 
obtained through the District. 

 
17. Smoking in the premises or within twenty-five (25) feet of a doorway is prohibited. 

 

18. Food and drink, except for water, are not permitted in the District Board Room.  
Kitchen facilities are not available. 

 

19. Permission to use the room is not transferable to other groups.  All reservations must 
be approved through the District. 

 

20. Activities, which will cause excessive wear and tear, will not be allowed, such as 
handicrafts, activities involving pets, etc. 

 

21. Provisions for adequate protection of exhibits are the responsibility of the Applicant.  
The District assumes no responsibility for exhibits or materials brought into the 
District Board Room and does not provide supervision, security or staffing for 
gatherings. 

 

22. Noise and activity levels should be controlled by the sponsoring group so as not to 
interfere with the neighborhood or normal District operations. 

 

23. Exhibits or decorating shall not be nailed, stapled, taped, or glued to the ceilings, 
soundproofing panels, painted surfaces or floors.  The Applicant is responsible 
for all costs associated with any damages incurred during its usage, including 
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District staff time needed to correct the situation.  Charges will be deducted from 
the cleaning/security deposit and additional billing may be necessary. 

 

24. Security of personal property as well as the District's property from theft and 
vandalism is the sole responsibility of the group representative whose name 
appears on the reservation form.  Therefore, the room should not remain 
unattended due to breaks, intermissions, etc., during the reserved time.  In the 
event that the group recesses during their reserved time slot, a responsible adult 
should remain on site. 

 

25. Any group who does not have the reserved room completely vacated of all their 
attendees at the confirmed ending time of their room reservation, will be 
considered late.  A written warning may be issued to the group and future use of 
the room may be jeopardized. 

 

26. Groups using the room are responsible for setting up and putting away all furniture 
needed for their event (please make sure that reservation includes sufficient time 
to accomplish this).  NCSD is not responsible for providing additional tables and 
chairs.  When a group takes possession of the room, the furniture will be set up 
in a standard configuration.  Any deviation from this room configuration (e.g., 
more tables, fewer chair, changes to the layout of tables and chairs) will be the 
responsibility of the user group and requires staff approval to ensure that fire 
code regulations have been met.  At the conclusion of the event, tables and 
chairs must be returned to room configuration (a diagram is posted in the Board 
Room for reference) (copy attached).  If the room is not returned to the proper 
setup, a written warning may be issued to the group and future use of the room 
may be jeopardized. 

 

27. Users are expected to abide by all laws and ordinances set forth by all local, state 
and federal agencies.  Users are also expected to comply with rules and 
regulations for facility use and obey all District staff members in attendance at 
facility.  Non-compliance will result in cancellation of reservation and loss of fees 
paid. 

 

28. To assure the safety of the users, all occupancy requirements must be followed and 
fire exiting pathways and doors must be kept clear for the duration of all reserved 
events. 

 

29. Personal items may be used in the rooms only during the reserved time slot and may 
not be stored overnight.  In addition, they may not create a potential hazard to 
others or to the room.  Large items, such as full size pianos, must be 
professionally installed, and should be coordinated with District staff to ensure 
that there will not be any access or clearance problems. 

 

30. All reservation concerns should be reported to the District Manager or his/her 
designee, during normal working hours. 

 

31. The District may cancel or reschedule use of the District's Board Room for any 
reason deemed necessary.  Users will be given as much notice as possible.  
Fees will be refunded, through the District, approximately two (2) weeks after the 
date of notification. 

 

32. The District is not responsible for accidents, injury or loss of individual property during 
the facility's use. 

 

32. District staff and Board of Directors may enter the room during Applicant’s event 
for the purposes of conducting District business. 


